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V.  AVIATION MAINTENANCE 
 
5.  Shop Operations 
 

a.  Standing Operating Procedures (SOP) 
 

Are Standing Operating Procedures established and maintained for current operations?  (AR 750-1, 
para 3-6b  and AR 385-95, para 3-3)       P / F / NA 
 

b. The Army Records Information Management System (ARIMS) 
 
(1) Are the record managers and coordinators registered at the appropriate level on the ARIMS 

website (<https://www.arims.army.mil>)?  (AE 25-400-2, para 5g)   P / F / NA  
 
(2) Are Office Record Lists (ORL) being created, approved, and maintained on the ARIMS 

website?  (AE 25-400-2, para 5h)         P / F / NA 
 
(3) Are the ORLs being reviewed for approval by the supporting MSC or ASG records manager? 

(AE 25-400-2, para 4b(5)b)        P / F / NA 
   

  (4) Are units deployed or involved in CONOPS managing their records according to Appendix 
A?  (AE 25-400-2, Appendix A)        P / F / NA 
 

(5) Do the filing labels contain the correct information according to AE 25-400-2? 
(AE  25-400-2, para 5a,b,c & d)        P / F / NA 

 
(6) Are all record information being identified and properly marked and stored?  

(AE 25-400-2, para 5a-d)        P / F / NA 
 
 (a) Paper, floppy disks, or similar media, labels may be handwritten or printed off of the 
ARIMS website. 

         
      (b) Digital record information on shared network drives, hard drives, or other similar storage 
devices will include the information in para 5d (1) a-e. 
 

(c) All folders and containers used to store official record information, including personal  
             email folders and shared folders on servers, will be labeled. 

 
    (7) Is the checklist in Appendix C used to evaluate the records management program and?   

(AE 25-400-2, para 5i)         P / F / NA 
 

c.  Publications Maintenance / Shop Library 
 

(1)  Does each shop maintain a complete, up-to-date set of technical publications for all supported 
aircraft?  (FM 3-04.500, para 8-16)       P / F / NA 
 

(2)  Are publications filed Alpha-Numerically?  (FM 3-04.500, para 8-113, and DA Pam 25-40, 
para E-13)          P / F / NA 
 

(3)  Are changes to publications posted correctly?  (DA Pam 25-40, Appendix E) P / F / NA 
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(4)  Does the shop have a technical data familiarization chart or computer printout to ensure 

maintenance personnel are familiar with publications relevant to their duties? (FM 3-04.500, para 8-18) 
           P / F / NA 

(5)  Are technical inspectors checking the charts or printouts during publication review to ensure 
the following:  (FM 3-04.500, para 8-18)      P / F / NA 
 

      (a)  All publications used by the shop are listed? 
 

         (b)  All shop personnel are listed? 
 

      (c)  All personnel initialed to indicate their understanding of the publications? 
 

         (d)  All changes are posted according to DA Pam 25-40? 
 

(6)  Have technical inspectors checked the shop library quarterly to ensure the following:  (FM 3-
04.500, para 8-111)         P / F / NA 
 

          (a)  Libraries are located conveniently to users? 
 

(b) Required manuals are on hand or on order? 
 

(c) No unnecessary publications are on hand? 
 

       (d)  Changes are properly posted and indexes reflect the status of publications on hand? 
 

          (e)  No superseded or rescinded manuals are used? 
 

          (f)  Classified publications are stored according to AR 380-5? 
 

d.  Maintenance Training Program 
 

(1)  Has the Commander established a maintenance training program?  (AR 750-1, para 2-16a(5) & 
c (1-7) and USAREUR REG 350-1, para 4-4)                              P / F / NA 

 
(2)  Is a training program established for skill level 1 through 4 to ensure all soldiers are properly 

trained in their MOS?   (USAREUR Reg 350-1, para 4-4c)                   P / F / NA  
 

e.  Tool Box Procedures 
 

(1)  Are tools being properly cared for?  (TM 1-1500-204-23-9, para 2-3)  P / F / NA 
 

(2)  Are monthly toolbox inventories being conducted?  (FM 3-04.500, para 5-6) P / F / NA 
 

(3)  Are the inventory results documented with a memorandum?  (AR 710-2, para F-4g)  
           P / F / NA 

(4)  Is there a shortage annex listing for lost or broken tools?  (AR 710-2, para F-2 and DA Pam 
710-2-1, para 5-3)         P / F / NA 
 

(5)  Does each soldier that is assigned property retain a hand-receipt, DA Form 2062?  (DA Pam 
710-2-1, para 5-3 & 6-2e)        P / F / NA 
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(6)  Are all tools, hardware, and other equipment properly accounted for at the end of each 

maintenance operation?  (AR 385-95, para 2-2e)      P / F / NA 
 
(7)  Are tools marked for ease of accountability?  (AR 385-95, para 2-2e)  P / F / NA 

 
f.  Equipment Safety and Maintenance 

 
(1)  Are machines located to provide operators with sufficient space to handle materials and 

perform job operations without interference?  (TM 1-1500-204-23-9, para 2-8b(1)(a)) P / F / NA 
 

(2)  Is all machinery that can walk or move due to vibration bolted down?  (TM 1-1500-204-23-9, 
para 2-8b(1)(b))         P / F / NA 
 

(3)  Are safety devices such as guards, interlocks, automatic releases, and stops kept in operating 
condition?  (TM 1-1500-204-23-9, para 2-8b(1)(e))     P / F / NA 
 

(4)  Is a protective face shield or goggles worn while operating a grinder, regardless of whether or 
not it is equipped with attached shields?  (TM 1-1500-204-23-9, para 2-8b(1)(i))  P / F / NA 
 

(5)  Are personnel who operate generators and air compressors properly licensed?  (AR 600-55, 
para 4-1 and 7-1)         P / F / NA 

 
(6)  Does the shop maintain a copy of the shop safety inspection sheet?  (FM 3-04.500, para 8-12) 

           P / F / NA 
 

(7)  Are battery maintenance personnel formally trained in the care of nickel-cadmium batteries?  
(FM 3-04.500, para I-8)         P / F / NA 
 

(8)  Are battery shop personnel familiar with the precautions listed in TB 385-4, para 3-17?  (TB 
385-4, para 3-17)          P / F / NA 
 

(9)  Do maintenance personnel, instead of contact lens, wear eyeglasses?  (TM 11-6140-203-23, pg 
a WARNING)          P / F / NA 

 
   g.  Facilities 

 
(1)  Does the battery shop safety board have the recommended items posted?  (TB 385-4, para 3-

21, and FM 3-04.500, para I-8)        P / F / NA 
 

(2)  Are the facilities used for charging batteries well ventilated and equipped with an emergency 
eyewash and shower that is readily accessible?  (TB 385-4, para 3-2d and 3-17, and FM 3-04.500, para  

I-8)                                                                                                           P / F / NA 
 

(3)  Is the nickel-cadmium battery shop used only to maintain nickel-cadmium batteries?  (TM 11-
6140-203-23, pg b)         P / F / NA 
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